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Introduction

 


‘It’s a funny thing about life: if
you refuse to accept

anything but the very best, you
will often get it.’

— W. Somerset Maugham






Do you set goals for yourself?

Do you sit down and give careful thought to what you
want to achieve over the coming weeks, months and years?

Do you make a point of writing down your goals and
referring to them regularly?

If your answer to the three questions above is ‘no’
then you are missing out on one of the most important tools that
almost all successful people use to succeed way beyond the levels
of ordinary mortals.

Setting goals is so easy that it’s crazy not to set
aside the small amount of time needed to sort out an appropriate
plan of action.

In this short report I am going to show you how you
can quickly and easily set effective goals that are guaranteed to
help you achieve more than you could possibly have done
otherwise.

We’ll start off by looking at several key concepts
and then move onto a detailed, step-by-step action plan that will
help you to focus in on the things you really want to achieve and
create well-structured goals that will assist you in attaining the
goals in the shortest possible time.


CONCEPT #1

If you want to REALLY succeed

you need Smart Goals

‘Our plans miscarry because they
have no aim.

When a man does not know what
harbour he

is making for, no wind is the
right wind.’

— Lucius Seneca

If you’ve been to business school or read books on
goalsetting you might be familiar with the acronym SMART, which
stands for Specific, Measurable, Actionable or Attributable,
Realistic, and Timed. Let me explain briefly what each letter of
the SMART Goal formula entails.

S = Specific

Your goals mustn’t be vague. They must be as
specific as they can be. For example, a goal to “Be more successful
in 2013” is too vague as it doesn’t define what success is. For one
person success might be to pass their exams, for another it might
be to retire from their job, and yet for another person it might be
to earn over $75,000.

M = Measurable

As well as being specific, your goals should be
measurable. If your goal is related to money you might set a goal
to “Earn over $100,000” or maybe to “Increase your monthly income
by 25%”. If your goal was sports related you might say “To knock
three seconds off my personal best time” or “To win three major
tournaments”.

A = Actionable or Attributable

There’s no point in setting goals that are not
actionable or attributable, i.e. goals where you have no direct
control over the outcome. For example it would be silly to set a
goal for your favorite sporting team to win the league if you
cannot directly influence that outcome. If you are the team coach,
the owner of the team or even one of the players, this could be a
goal that is actionable, but if you are just a fan there is nothing
you can do that will have any impact on the outcome and so it is
not actionable or attributable.

Likewise, you couldn’t set a goal to “Win the
lottery” as it is not a goal that you can directly influence. Yes,
you can buy a ticket, or even several tickets, but you cannot
influence the numbers that will be drawn out and so it is not
actionable.

R = Realistic

When setting goals you need to be realistic. Setting
a goal such as “To be the world’s best-selling singer” is not a
realistic goal if you’ve never made a record, don’t have a
recording contract and sound like a cat being strangled. Even if
that was your ultimate goal it’s best to break it down and take
several smaller steps. For example, you might start off with a goal
of taking singing lessons, forming a band, writing a song,
recording a song, or maybe getting a recording deal, but having a
goal to be bigger than Madonna is not a great first step.

T = Timed

A well thought out goal must include a timescale and
must not be open ended. For example “To get a promotion” is
too vague. It would be far better to have a goal that said “To
get promoted by 1st July 2013”.

Example of a SMART Goal

To be a SMART goal your goals must meet all of the
above criteria, i.e. It must be specific, measurable, actionable,
realistic and timed. If any one of the criteria is missing then
it’s not a SMART goal.

Here’s an example of a simple well thought-out goal
that makes excellent use of the SMART formula.

GOAL: To be promoted to the position of Senior
Manager by 1st July 2013

This goal meets the specific criteria because you
are saying you want to be promoted to be Senior Manager. Not just
promoted, but promoted specifically to the Senior Manager position.
This gives you razor sharp focus as to exactly what you want to
achieve.

This goal is measurable because you have stated
exactly what constitutes success, which is reaching the position of
Senior Manager. If you get promoted to be the Senior Manager’s
Assistant you have not reached your goal as the standard you have
set yourself is the position of Senior Manager. Being promoted is
not good enough, it must be a promotion to the Senior Manager’s
position if you are to reach the goal you have set.

This goal is actionable because you are in control
of whether you get promoted or not. If you work hard, take any
necessary classes, and bring yourself to the attention of the
people who hand out promotions then you can reach your goal. Yes,
the ultimate decision may lie with senior members of staff, but if
you go about things correctly then you should be able to influence
their decision in the correct way.

Obviously, if there is no possibility of being
promoted to Senior Manager then this is not an actionable goal. For
example, if there is only one Senior Managers role available and
that job is being done by someone who has no plans to move on, move
up or retire then this wouldn’t be an actionable goal.

If you are currently working as the janitor it may
be unrealistic to set a goal to be a Senior Manager within a year
(not necessarily though if you are willing to put in a LOT of hard
work), but if you are already on this career path then the goal
would be a sensible one and so would pass the realistic test.

This goal is timed because you have put an exact
date for achieving the goal. Putting an exact date takes away any
open-endedness and lets you know exactly when the goal must be
achieved by. Yes, you might get the promotion several months
earlier, in which case you have surpassed your goal, but if the
date of 1st July 2013 comes and goes and you have not got the
promotion then you have not achieved your goal. Having a specific
deadline adds urgency to your goals and allows you to create
smaller subgoals that will help you reach towards your major
goals.

Using this acronym means you can easily remember all
of the attributes necessary to set SMART goals for yourself or
other people. As soon as you start to use this method of goal
setting you will see an amazing transformation. Gone will be the
vague goals that you set and then forgot about. In their place will
be highly targeted goals that give you razor-sharp focus that will
let you hit your goals like a heat seeking missile.







Concept #2

Resolutions are Goals
too!

 


”The secret of
success is constancy of purpose.”
—
Benjamin Disraeli

On the 1st January every year people all over the
world set resolutions. It seems to be a common trait among people
that compels them to start a new year with a list of things they
want to achieve. It might be anything from losing weight to finding
a new job, buying a car, studying more diligently or having a more
optimistic outlook on life.

At first glance it would appear that resolutions are
not really goals, but loosely defined objectives or plans, e.g. to
get a new job or to be a better parent. However, all resolutions
can, with a little thought be reworded and redefined as SMART
goals.

For example, instead of setting a resolution to lose
weight over the coming year we could set a resolution to lose
twenty pounds by the 1st July 2013. This is specific (to lose
weight), measurable (20 pounds), actionable (it’s totally up to
you), realistic (assuming of course that you are at least twenty
pounds overweight) and timed (by the 1st July 2013).

Some other resolutions take a little bit more
thought. Take for example the resolution to be more organized. We
can learn a lot about this kind of goal from Benjamin Franklin.

Early in life came up with a list of virtues that he
wanted to live by. On the surface each one of these looked like a
simple and very vague resolution, but if you carefully read the
words in his autobiography it quickly becomes apparent that without
knowing it he was following the SMART formula to the letter.

Here are the first three of his virtues.

Temperance

Eat not to Dullness. Drink not to Elevation.

Specific (to be temperate), Measurable (don’t eat
until you become dull or drink until you feel elevated), Actionable
(it was completely within Benjamin Franklin’s control), Realistic
(he felt so) and we’ll come onto the timed aspect in a moment.

Silence

Speak not but what might benefit others or
yourself.

Avoid trifling conversation.

Specific (to be more silent), Measurable (only speak
if it is going to benefit you or others and don’t get involved in
trifling conversation), Actionable (he felt so), Realistic (no
reason why not) and again we’ll come onto time in a moment.

Order

Let all your Things have their Places.

Let each Part of your Business have its Time.

Specific (order), Measurable (everything has a place
or time), Actionable (no reason why not), Realistic (yes) and we’ll
look at time below.

By carefully defining each virtue Franklin made it
specific and measurable. It can be difficult to measure something
such as temperance, but by saying “Eat not to dullness. Drink not
to Elevation” he set an upper limit that could be measured. If he
became dull through eating, or elevated through drinking then he
had not met his goal – plain and simple.

You might have noticed that none of the above
include a time scale. There is a reason for that.

Franklin believed that his list of virtues should be
constantly at the forefront of his thinking and so every one of his
virtues was a daily goal. So for example the second virtue could be
reworded as:

For the next 24 hours I will not speak unless it
benefits others or myself and I will not spend time in trifling
conversation.

Each of his goals was logged on a simple chart in a
small book he carried with him. If he managed to get through the
day without breaking a goal (or virtue) he congratulated himself
and if he failed he made a mark next to that particular goal so
that he would know to double his efforts on it over the coming
days.


Concept #3

Life Balanced Goal Setting

 


“In the long
run, men only hit what they aim at.”
— Henry David Thoreau

To have a well balanced life you need to have well
balanced goals. If all your goals are business related you need to
be asking yourself whether your home life will suffer. Likewise, if
your list of goals is made up of nothing but family and social
objectives your chances of business or work related success might
be lowered.

Having a balanced list of goals requires
considerable thought, as what constitutes balance will vary
massively not just from person to person, but also for the same
person during different stages of their life. If you have a young
family the chances are that many of your goals will relate to your
family life and other areas may take a back seat during this
important phase in your life. In this case having balanced goals
may mean that you have five family related goals and only one goal
in each of the other major categories.

Similarly, if you are in the process of starting a
business you are likely to find that many of your goals revolve
around business related issues. This doesn’t mean that your goals
are not balanced, it just means that what’s important at that stage
in your life is different to at other stages and you have
recognized this and reflected it in your list of goals.

However, even though you will usually find that one
category of goals usually dominates the list at any particular
time, it is always healthy to have at least one goal in each of the
main areas as otherwise it is easy to become obsessive about an
area of your life, such as your job, and that could easily be
detrimental to another area of your life such as health or family
life.

There are many ways you could categorize your goals.
I’ve found the following seven categories to be particularly
effective.

Home – Including your immediate family, your
relatives, and hobbies and interests.

Social – Everyone from close friends through
to clubs and societies you’re involved with.

Business – Either your own business interests
or your job.

Financial – Investments, savings, pensions,
loans, etc.

Community – Residents committees, school
governing bodies, local politics, etc.

Charity – From donating money through to
donating time and skills.

Health – Overall health, fitness, diet,
etc.

Now that you have learned the skills for effective
goal setting let me share with you a trick that goes completely
against almost all of what I have said above.


Concept #4

To reach the stars you need a
BHAG

 


“We aim above the mark to hit the
mark.”

— Ralph Waldo Emerson

In addition to your SMART goals you need to set
yourself a BHAG (pronounced BEE-Hag).

The concept of a BHAG was dreamt up by Jim Collins
and Jerry Porras in their best selling book Built to Last:
Successful Habits of Visionary Companies.

BHAG stands for Big Hairy Audacious Goal and it is
something that Collins and Porras discovered was at the heart of
almost all companies that lasted over the long term.

On the flip side they discovered that most companies
that don’t have a BHAG tend to flounder along the way, ie. They
don’t last over the long run.

So, what exactly is a BHAG?

Leo Burnett, the famous advertising executive,
said:

“If you reach for the stars, you
might not quite get one,

but you won’t end up with a handful of mud,
either.”

Well your BHAG is like the stars. You might never
reach your BHAG, but by always shooting for it you will create a
forward momentum that helps you to get a lot further than you could
possibly have done without having your BHAG.

Your Big Hairy Audacious Goal can be absolutely
crazy and almost totally unattainable. It might be to be the
richest man in your town, the best-selling author in America or it
could be a business goal such as 100% increase in productivity for
three years in a row or the best company in the world for
mega-widgets.

As long as you have your SMART goals to keep you
focused on your short to medium term objectives, you can have a
BHAG that lets you shoot for the stars. You might only ever reach
the moon, but if you didn’t have your BHAG you might not even have
achieved lift-off.

The author of Little Women, Louisa May Alcott,
summed it up beautifully when she wrote:

“Far away there in the sunshine
are my highest

aspirations. I may not reach them, but I can

look up and see their beauty, believe in them,

and try to follow where they lead.”


Concept #5

The GROW Technique

 


“The person who makes a success
of

living is the one who sees his
goal steadily

and aims for it
unswervingly.”

Cecil B. De Mille

Before we move onto the goal planning process I want
to cover one more concept.

This is something that many life coaches use to gain
laser focus on what the person being coached wants to achieve.

It is a four-step process that takes you from
defining a goal through to deciding on the course of action
necessary to achieve that goal.

If you follow this process diligently it can result
in an amazing clarity of thinking and can provide a quantum leap
forward in terms of goal setting and achievement.

Here is the four step process you need to go through
for each of your goals.

Step 1 - Goal

The G in GROW stands for ‘Goal’.

In this first step you need to decide on a goal that
you want to achieve.

This could be in any of the categories covered
earlier in this report; business, family, social, etc.

At this point in the four step process you don’t
need to worry about whether it is a SMART goal or not. You can be
as vague as you like.

For example, your goal might be:


	
To make more money



	
To lose weight



	
To find a romantic partner



	
To raise money for a chosen charity



	
To travel



	
To become more educated





Remember, that at this stage in the four step
process you don’t need to worry about the goal being specific,
measurable, actionable, realistic or timed. All you need is an
overview of the goal itself.

Grab yourself a sheet of paper and write down a
single sentence of less than ten words, that sums up the goal you
want to achieve.






Step 2 - Reality

The R in GROW stands for ‘Reality’.

In this step you need to be incredibly honest with
yourself.

You need to ask yourself what the reality is.

Don’t kid yourself about the truth. Aim for one
hundred percent honesty. If you aren’t completely honesty with
yourself at this stage you are only kidding yourself, and this will
mean the next two steps will be worthless.

For example, if your goal was to lose weight the
reality might be:


	
I’m at least 30 pounds overweight



	
My diet is terrible



	
I eat far too many chocolates



	
I drink more than I should



	
I can’t remember the last time I did 30 minutes of
aerobic exercise



	
I don’t know what exercises I need to do to lose
weight



	
I’ve been overweight for years now



	
I’ve tried lots of diets and nothing seems to
work



	
etc, etc.





Depending on what the goal is, this could be quite a
long list.

Remember to be completely honest with yourself and
put all the thoughts that come into your head down on the sheet of
paper. Hold absolutely nothing back.

Close your eyes and imagine you were sat on a
therapists couch and he was asking you this question.

If you do this properly you’ll be amazed at what
flows out of you. It can be incredibly cathartic, because this will
often be the first time that you have admitted some of these
realities to yourself.

The great thing is that by undertaking this process
you are taking a massive step nearer to achieving the goal in
question.

Once you’ve made a list of all the realities
regarding this goal you can move onto the third step.






Step 3 - Options

The O in GROW stands for ‘Options’.

By now you should have a sheet with your goal
overview written at the top and a list of the realities
underneath.

Armed with this information you can now start to
look at options.

Once again you need to let your mind flow
freely.

Make a list on the same sheet of paper of all the
options that are available to you.

It’s important that you don’t stop at the most
obvious ones. Get any preconceived notions out of your head and
write down as many options as you can think of. Don’t worry if some
of these options are incredibly far fetched as this is an essential
part of the creative process. Be as crazy as you like.

Going back to the weight loss goal mentioned in step
2 you might list the following options:


	
Go see a diet specialist



	
Join a weight watchers class



	
Join the local gym



	
Have a gastric band fitted



	
Investigate the effectiveness of diet pills



	
Get a weight loss coach



	
Find a personal trainer



	
Consult with a doctor



	
Check out health and fitness books at the local
bookstore





	
Get a Wii-Fit



	
Start jogging every morning before work



	
For a weight-loss group with my friends



	
Go on a weight-loss vacation



	
Do a sponsored weight-loss to raise money for
charity



	
Stop eating for a week



	
Get a sauna fitted



	
Buy a running machine



	
Look into meal replacement drinks





As you can see from this above list, some are
sensible, some are a little bit crazy, and others are completely
insane. That’s exactly what you should be aiming for with your
list.

When brainstorming for options don’t stop after the
first few, as you will often find that the best ideas, and the ones
you’ve never considered before, are the ones that come out only
once your juices are flowing.

Once you are happy that you have exhausted all the
possible options you can move on to the final step.






Step 4 - Way Forward

The W in GROW stands for ‘Way Forward’.

After having gone through the process of admitting
the reality and listing your options you are now in a position to
give careful thought to the way forward.

Without going through this process you are likely to
just do what you’ve always done (follow the same old diets, etc).
If you always do what you’ve always done you’ll always get what
you’ve always got, and that’s why it is so crucial that you are
completely honest with yourself and why you need to spend the time
listing the realities and dreaming up as many options as
possible.

In this final stage you need to read through the
realities list you put together in step 2 and the list of options
you put together in step 3.

Taking both of these into account you can work out a
well-informed way forward.

This ‘way forward’ will involve two steps.

Firstly, you need to decide on your SMART goal.

Now that you have a detailed list of your realities
and options it will be far easier than if you just try to think of
a SMART goal without the background information.

Refer back to the section on SMART goals to remind
yourself of each of the necessary components; specific, measurable,
actionable, realistic and timed.

Secondly, and this is very important, you need to
decide on your next step.

Having a goal is one thing, but deciding on the next
step you need to take is absolutely crucial. Without a clearly
defined next step it can be difficult to gain the momentum you need
to get going with your goal.

Choosing what your next step will be is often an
easy process. In most cases it will be something you have listed
under your options.

Let me give you an example of the kind of thing you
will end up with.

After reading through your list of realities you
have decided that you need to lose thirty pounds and you need to do
this by improving your diet and starting a proper, well thought
out, exercise program. With this in mind you decide on the
following goal.

GOAL: To lose 30 pounds by 1st July 2013 by getting
a personal trainer at the local gym who will sort out my diet and
exercise plan.

Does this meet the SMART objectives. Let’s take a
look.


	
Specific = Lose weight through an improved diet and
exercise program.



	
Measurable = Lose 30 pounds.



	
Actionable = Yes, these are things I can definitely
do.



	
Realistic = Yes. Losing 5 pounds a month for 6
months is realistic.



	
Timed = By 30th July 2013.





And after reading through your options you decide on
the following next step:

NEXT STEP: Join gym and sign-up for a personal
trainer

By following this four step process you now have a
very clear idea of what you want to achieve and what you need to do
to achieve it.

Yes, it does take time to go through this process,
but the time is incredibly well spent. It means that you are aiming
at the right goal and are taking the right steps to achieve that
goal.

At the end of this report I have included several
forms to help you go through this process for all the areas of your
life that you want to create goals for.

I highly recommend that you print out as many of
these sheets as you need so that you can go through this four step
process for each goal in turn.


Concept #6

The Next Step Technique

In the previous chapter we covered the four step
process of the GROW concept and how you’ll end up with a SMART goal
and a ‘Next Step’.

In this section I’d like to cover in more detail the
concept of the ‘Next Step’.

This is something that David Allen covers in some
detail in his excellent book ‘Getting Things Done’.

Basically, the next step is an essential component
of any goal you want to achieve.

If you are missing the next step it is like knowing
where you want to end up, but not knowing which road you need to
take first.

For example, to get from 56th St in Manhattan, New
York to Chicago is 795 miles. 727 of those miles are spent on the
I-80. Driving along the I-80 for 727 miles is easy enough, but if
you don’t know the 30 mile route from Manhattan to get onto the
I-80 it’s pretty much impossible to start your journey.

Yes, you could drive west, in the hope of hitting
the I-80, but that’s a little hit and miss and could add several
unnecessary hours to your journey time or you could end up being
completely lost.

To start your journey in the most efficient way
possible it is essential that you know the first step, which in
this case is to turn right onto 2nd Avenue.

Once you’ve carried out that next step you’d cross
that off your list and work on the next ‘next step’ which would be
to turn right onto East 42nd St.

By revising your ‘Next Steps’ as you travel along
the route you will be making your way to that major ‘Next Step’
which is the 727 miles along the I-80.

Any goal you can think of can be achieved in exactly
the same way.

In the trip from New York to Chicago, the first few
‘next steps’ last for just a few miles or less, but they slowly
take you in the direction you need to go.

You will often find exactly the same is true with
your own goals. The first few ‘next steps’ will be very small and
will often be able to be realized very quickly. If that is the case
then it’s great news, as by taking those tiny ‘next steps’ you are
slowly gaining momentum that will build over time until you start
to make some quantum leaps. These quantum leaps will be your
equivalent to the 727 mile trip along the I-80.






How do you decide on what your next step will
be?

In many cases it is possible to produce a full-blown
road map that will take you all the way to achieving your goal. If
you can put that together that’s wonderful, but sometimes this
isn’t possible.

In most cases you won’t be one hundred per cent sure
what the subsequent ‘next steps’ will be until you have completed
the initial ‘next step’.

If we go back to our weight loss goal it is easy to
see that the initial ‘next step’ is to join the gym and get a
personal trainer, but until we’ve carried out that step it’s
difficult to know what the following ‘next step’ is going to
be.

Don’t worry if this is the case. It is perfectly
normal, and it can actually be a very positive thing.

If you worked out every step you need to take to
achieve certain goals you would probably be completely overwhelmed
and demotivated, but if you chunk it down and just focus on one
‘next step’ at a time, it becomes very manageable.

Of course, you don’t want to be heading off in the
wrong direction, which is why you need to give careful thought to
each ‘next step’, but equally you don’t want to be paralyzed with
fear at the thought of the journey ahead.

The wonderful thing is that as you achieve each of
the ‘next steps’ along the way, your motivation and confidence will
increase and you’ll be one step further towards reaching your
goal.


The Plan of Action

Now that we have all the concepts firmly in place we
can move on to the final stage and put a plan of action
together.

All the concepts in the world are worthless unless
we take action, but if you’ve reached this point, I’m sure you
realize just how incredibly important goal setting is and so you’ll
be eager to get your hands dirty and complete this final step.

At this stage I’d like you to make yourself two
promises.

Firstly, I want you to promise yourself that you
will complete the forms in the way I describe below.

Secondly, and most important of all, I want you
promise yourself that you will follow through on each of the goals
over the coming year.

If you make yourself these two promises I can
guarantee that you will make massive progress in whatever areas you
choose over this coming year. Not small baby steps, but huge
quantum leaps that have the potential to transform your life in
ways you could never imagine.

Once you get into the habit of goal setting you will
realize what an unbelievably powerful tool you have at your
disposal.

So, lets get our hands dirty and get those goals
down on paper.

All you need to do is follow the steps below and
you’ll be taking a huge step towards reaching those things you’ve
always dreamed off.

Don’t forget that this isn’t all about money.
Success in business may be one of your major priorities and worthy
of some serious goal-setting, but there’s much more to life than
money, so don’t forget the other goal categories we covered earlier
such as family, social, health, community and home.

Step 1 - Print out the
worksheets

Download all of the forms from the following
link:-

http://www.goalsettingreport.com/Setting-Goals-Worksheets.zip

This will be sufficient for your first five goals.
You might want to print extra copies so you have spare ones ready
for when you’ve completed those first five goals.

Step 2 - Goal Brainstorming
Form

Take yourself off to somewhere quiet. This could be
a room in your house, an empty meeting room at work, your favorite
cafe, or anywhere else that you will feel relaxed and will be left
alone for thirty minutes.

The Goal Brainstorming Form is split into
eight. There is a box for each of the seven major goal areas and
one spare box into which you can enter anything else (e.g.
travel).

Ask yourself the question:

‘What do I want to achieve over
the next twelve months?’

As the answers start flowing from your brain make a
note of them in the appropriate box.

Don’t judge the ideas that come out of the process,
just make a note and move on.

Also, don’t go into detail describing the goal. Just
a brief memory jogger will suffice such as ‘Learn to play piano’,
‘Start a further education course’, ‘Quit my job’.

After completing this free-thinking process, finish
off by going through each category in turn. Spend a few moments on
each one and aim to enter at least three possible goals in each
area.

This letter step is very important. If you’re an
entrepreneurial type it is very easy to think of business and
financial goals, but this can often be at the expense of other
areas of your life that are just as important, possibly even more
so.

Once you are confident that you have listed all the
possibilities you can move onto the final part of step 2.

Spend five minutes reading through your ideas and
put an asterisk next to each of the goal possibilities that you
feel could be a genuine goal contender.

You need to be aiming for asterisks next to a
minimum of five, but it could be as a high as a dozen.

During this process certain goal possibilities will
be jumping out at you. These will usually be something you
genuinely want to achieve over the coming year or things you know
you need to achieve (e.g. passing a degree if you are in the final
year).

Go through the shortlist of goal possibilities that
you have put an asterisk next to and narrow it down to just five.
These will be the five goals you will focus on first. Don’t worry
if you need to miss a few out as you will be able to focus on those
once you have got the initial five out of the way.

It’s important to mention at this point that there
is nothing wrong with working on six, seven or even more goals at a
time. If you want to do that feel free to print out extra sheets as
necessary. However, I have found that it is far better to be
laser-focused on five goals at a time and achieve each of those
goals, than to have so many goals that your overall focus is
diminished.

Step 3 - Goal Analysis
Form

The Goal Analysis Form will take you through the
GROW process that I talked about earlier. It will help you to
define your goal in the best way possible. The end result will be a
goal that addresses your current realities and in so doing provides
you with the maximum chance of seeing that goal through to
completion.

Goal Overview

Take the first of the Goal Analysis forms and enter
a short overview of the goal in the box. This will probably be the
same or very similar to the wording you used on the Goal
Brainstorming Form.

Reality

Next, enter as many bullet points as you need to
describe the current reality. For example, if you’ve entered ‘Learn
to speak Spanish’ in the Goal Overview box, you might include
realities such as:


	
Failed Spanish at school.



	
Bought expensive language course but didn’t get past
first lesson.



	
I don’t think I have the right kind of brain for
learning languages.



	
Nobody in my family is good at learning
languages.



	
I don’t have the time.



	
I am too forgetful



	
I am an intelligent person



	
Other people learn languages so I don’t see why I
can’t



	
I need to learn Spanish to speak with my wife’s
family





You need to be COMPLETELY honest with yourself.
Don’t write what you think other people might want to hear, as this
is for nobody else but you.

The purpose of this stage is to free your brain so
that you can realize where you might need help.

Take your time with this step as it is important
that you understand what might have held you back so that you can
find ways to eliminate those constraints in the future.

If you run out of space continue listing the
realities on the other side of the page.

Aim to write at least five realities, and preferably
as many as ten.

Options

Now that you have a clear idea of the current
reality start to make a list of as many options as you can think
of.

Many of these options will take into account the
realities you listed earlier.

For example, if a reality is that you already own a
high-priced language learning course then one of the options would
be to complete this course. Another option might be to take a long
vacation to Mexico if one of the realities you listed was that your
wife’s family lived in Mexico.

Don’t be judgmental about the options you list.
These are simply possibilities. They are not things you are
definitely going to do they are simply things you could
do.

Write down as many options as you can think of, no
matter how crazy they may seem, as sometimes the crazy ideas are
the ones that suddenly jump out at you as being exactly the thing
you need to do to get over the realities you’d listed earlier.

Way Forward (The Goal)

Now that you have your realities on paper and a list
of all the possible options you are ready to decide on the best way
forward. This is going to become one of your goals for the coming
year.

Don’t rush this stage as it’s very important that
you get it right. It’s not a race, so take as long as you need.

If necessary grab yourself a blank sheet of paper
and write down a few possibilities.

Remember that any goal you decide upon must meet the
SMART criteria, i.e. it must be specific, measurable, actionable,
realistic and timed.

It’s important that you read through the realities
as it doesn’t make sense to aim for a goal that flies completely in
the face of those realities.

For example, there’s little point in having a goal
that you are going to be worth $10 million dollars in 12 months if
the current reality is that you are massively in debt, your house
is about to be repossessed and your car has just been towed
away.

Once you are happy that you’ve uncovered the right
goal for you, write it in the box labelled ‘Step 4 - Way Forward
(The Goal).

Finally, reread your goal and put a check in each of
the boxes underneath to confirm that your goal has met each of the
SMART criteria.

Next Steps

The final step on the Goal Analysis Form is to enter
any ‘Next Steps’ that spring to mind. For some goals there might
just be one step and that’s it, and for other goals there might be
dozens or even hundreds of steps.

Here’s the important point when it comes to next
steps, and it is something we covered earlier.

The only next step that is absolutely crucial at
this moment in time is - yes, you’ve guessed it - the next
step.

In other words, you DO NOT need to make a list of
everything you need to do to achieve this goal. All you need to
list is the ONE thing you need to do next. If you have an idea of
what could possibly come after that then great, list them in the
appropriate box, but don’t worry about writing a whole long
list.

Step 4 - Goal Worksheet
Form

The Goal Worksheet is the form you use to keep track
of the progress of each of your goals.

Once you’ve completed a Goal Analysis form simply
transfer the Goal you listed on that form (under Step 4) into the
box at the top of a Goal Worksheet.

In the ‘Next Steps’ table write the first step you
need to take to meet this goal along with a target date for when
you want to have this step completed by. The target date is very
important as without one, it is very easy to let your goals
drift.

Once you have completed this initial step you need
to enter the date completed in the appropriate box. Hopefully this
will be on or before the target date you entered.

You will then enter step 2 on the line below and
repeat this process after completing each task, until there are no
more ‘Next steps’ to make. At this point you will have completed
your goal.

This ‘Next Step’ approach works incredibly well.
Instead of focusing on the main goal, you are simply concentrating
your efforts on the next step you need to take in order to meet
that goal.

Step 5 - Your Daily
Routine

A mistake that people frequently make when it comes
to setting and achieving goals is that they write them down and
then forget all about them. With this system you can rest assured
that this will not happen to you. If you take a look at the
Daily Reminder Form you’ll realize why.

The form is split into 5 days - Monday through to
Friday.

Under each of these days appears five empty
boxes.

All you need to do each day is write each of your
goals into a blank box. One box for each goal.

To start with you‘ll need to copy the goal, word for
word, from your Goal Worksheets, but after a while you will know
the goal off by heart.

This might sound like a crazy waste of time, but
it’s so incredibly important.

By writing out your goal each day you will be
ensuring that your goal is etched into your brain and not left
gathering dust.

The incredible thing about this process is that by
keeping each goal at the forefront of your thinking, amazing things
start to happen.

The reason for this is simple.

Your brain is like a powerful computer that never
switches off. Even whilst you are sleeping it is processing
thoughts.

By constantly reminding your brain of what you want
to achieve you are programming it to focus on those objectives.
Your brain will become accustomed to these desires, and the process
of them moving from being dreams into being reality will start to
happen.

I know this might sound like some kind of
hocus-pocus, but just give it a try for a month and you will see
that what I am saying is absolutely true.

The process of writing out your goals each day will
take you less than three minutes, but I can guarantee you that it
will multiply the chances of your goals being attained by three,
five, even ten times.

One final step.

After writing out your goals each day you need to
quickly review each of your active Goal Worksheets to make sure
that all your next steps are up-to-date. Not only will this help
you keep on top of what needs to be done next for each of your
goals, but it will also act as a reminder to you of exactly what
you need to be doing to make each of your goals a reality.

Once you’ve reviewed each of your Goal Worksheets,
put a check mark in the box next to the words:

‘I have reviewed all my Goal
Worksheets to check on my next actions’

We’re nearly there!

Step 6 - BHAG Form

Finally you need to complete the BHAG Form.

You’ll be pleased to know that this isn’t part of
your daily routine. It’s something that you only need to do once a
year. You can then hide it away for twelve months.

The BHAG Form lists your Big Hairy Audacious
Goal.

Reread the section on BHAG’s and then spend ten
minutes writing as detailed description as you possibly can about
your very own BHAG.

And remember not to hold back. Use as many words as
you need and be as creative as you like. Feel free to write on the
back and front of the sheet if necessary. You’re in control. This
is your dream.

Once you’ve completed your BHAG file it away
somewhere where nobody but you will ever find it. It’s not for
public consumption. This is something that is just for you.

The reason a BHAG is so important is that it plants
seeds in your brain. Over time these seeds will take root and will
materialize as goals that you will want to shoot for.

The reason that you need to hide it away is that
your BHAG should be something so crazy that it shouldn’t be
constantly at the forefront of your mind, as it would take the
focus away from what you need to be doing in the here and now.

But here’s the really crazy thing.

When you dig out your BHAG in a years time you’ll be
amazed at how you have started to head in the direction almost
subconsciously.

Just by recognizing what you BHAG is, you are
starting to influence the overall direction of your life and that
is incredibly powerful.

Remember that quote for Louisa May Alcott, that I
mentioned earlier. Here it is again.

“Far away there in the sunshine
are my highest

aspirations. I may not reach them, but I can

look up and see their beauty, believe in them,

and try to follow where they lead.”

And Les Brown summed it up wonderfully when he
said:

‘Shoot for the moon. Even if you
miss

it you will land among the stars.’

Your BHAG is something you will probably never
attain, but just by having one you are highly likely to start
heading in that direction and if you have chosen your BHAG well,
that has got to be a great thing.


A Final Word

When I started putting this report together my aim
was to share with you some of the techniques that have help me over
the years.

I hope that I have done a worthy job of
communicating these techniques to you, and helped you to realize
the incredible benefits that can be achieved through the process of
goal setting.

As Yogi Berra put it so wisely ...

‘You’ve got to be very careful if
you don’t know where you’re going, because you might not get
there.’

If you get going right now on the action plan I
covered in this report I am certain that you will have a far
clearer idea of where you’re going, and what is more, the odds will
be in your favor for arriving at your chosen destination.

I wish you all the luck in the world with achieving
your goals and hope that you will soon be able to share your
success stories with me.

Paul Smithson
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